UNICEF UKRAINE

is looking for a qualified candidate to work under the special services agreement to
perform the duties of 
Administrative/Warehouse Clerk
From 01 July to 31 December, 2011
TERMS OF REFERENCE

PURPOSE OF THE POST:

Under the general guidance of the Administrative and Supply Assistant, the Administrative/Warehouse Clerk is to be responsible for:
· Assist in establishing the new inventory system for UNICEF Ukraine Warehouse 
· Assist in re-arranging and maintaining the UNICEF Ukraine Warehouse
· Receive and organize material for distribution internally to all sections in the organization and partners.  Maintain log and records concerning daily distributions and shipping manifests
· Answer and transfer incoming phone calls, meet office visitors, serve coffee/tea at the official meetings, make copies of documents
· Assist on minor administrative issues such as ordering stationary and other office supplies on a monthly/weekly basis. Ensure that office has a sufficient supply of utensils and they are kept in a proper condition
· Ensure that office premises are properly maintained and cleaned. Perform basic cleaning functions if needed, including: washing up, dusting, flower watering and timely change of utensils in the office
· Perform other related duties as required by the supervisor.

QUALIFICATIONS AND COMPETENCIES REQUIRED:
· EDUCATION
Secondary education
· WORK EXPERIENCE
At least 3 years of relevant work experience  
· LANGUAGES 

Proficiency in Ukrainian and Russian, basic knowledge of English.  Good knowledge of English will be an asset.    
· COMPETENCIES
Commitment, integrity, teamwork, self-regulation, honesty, efficiency, ability to work under pressure. 
The deadline for submission of applications is 27 June, 2011.
Only short-listed candidates will be contacted.

Applicants that fulfil the above requirements are requested to complete a United Nations Personal History Form (P. 11) which is available at a web-site www.unicef.org/employ and submit it together with a resume/CV and a cover letter describing your professional interests in working for UNICEF.

Applications should be sent to:

UNICEF Office, 1, Klovskiy Uzviz, Kyiv, Ukraine

Fax No. 380-44-230-2506

E-mail: recruitment_kiev@unicef.org
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